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Types of On Campus Student Employment

There are two types of student employment on campus:  regular campus employment and Federal Work Study (FWS).  Both types of student employment require that the student be both matriculated and enrolled at Saint Mary’s College.  Campus employment is paid for with College funds, meaning 100% of student earnings are paid from departmental budgets.  FWS is funded by the Federal government and Saint Mary’s College, meaning the government pays a portion of the student wages and Saint Mary’s College pays a portion of the student wages.  Please refer to Section 4 for an example of how this impacts the department operating budget.  There are instances where students cannot be paid with FWS funds, these include:  
· FWS employees cannot displace college employees.
· FWS positions cannot be used in the construction, operation or maintenance of any part of a building used for religious worship or sectarian instruction (e.g. Campus Ministry).
· The Fair Labor Standards Act of 1938, as amended, prohibits employers (including schools) from accepting voluntary services from any paid employee.  Any student employed under FWS must be paid for all hours worked.

· Students employed in foreign countries cannot be paid from FWS since Saint Mary’s College does not have any branch locations in foreign countries (according to the federal government, a branch/additional location is any location which has its own facilities and staff, where a student could complete more than 50% of her degree program, and which can award its own degrees).

· Students cannot be paid from FWS if Saint Mary’s College contracts with third party organizations and the contract with the outside company does not specify the number of students to be employed and Saint Mary’s College does not hire the students to work for the contractor (e.g. Sodexho/Dining Hall).
· FWS positions cannot be used in departments that are funded by grants

Federal Work Study Students

The FWS program is designed to provide students who have financial need with the opportunity to earn wages in order to assist with paying college expenses.  Student eligibility is based on “need” as determined from the information provided on the Free Application for Federal Student Aid (FAFSA).  Wages paid to work study students are subsidized by the Federal Work Study Program.

Because eligibility to participate in this program is based on need, as determined by the information the student and her family provide on the FAFSA, students must complete that application each year in order to be eligible for FWS each year.  The FAFSA is available on-line at www.fafsa.ed.gov.  

In addition to being enrolled, students must also maintain the financial aid standards for satisfactory academic progress in order to receive federal financial aid, which includes FWS.  Specific information about the financial aid standards of satisfactory academic progress can be found at www.saintmarys.edu/tuition.

The financial aid award letter notifies students whether or not they are eligible for FWS.  In addition, students can find this information on PRISM.  The award letter will indicate the gross amount of FWS that the student is eligible to earn.  Students cannot begin working under the FWS program until school begins in August.

Non Work Study Students

Campus (non FWS) employment is available to students who do not demonstrate financial need, according to the FAFSA, or to students who never apply for financial aid.  Student earnings for the campus employment program come directly from departmental budgets.  The hiring and reporting procedures for students hired under campus employment are the same as those for students hired under FWS.
International Students

International students with an F-1 Visa status are allowed to work as regular, campus employment students.  It is important that their I-20 is valid and current to maintain or seek student employment at Saint Mary’s College.  A social security card is also necessary for student employment.  If a student has not yet obtained a social security card she needs to go to the Center for Women’s Intercultural Leadership (CWIL) office, located in Spes Unica Hall, for assistance.  New hire paperwork cannot be completed until the student brings the social security card to the Payroll Office.  Similarly, monthly time cards cannot be processed until the social security card is reviewed and documented on the I-9 and W-4.  

The hiring and reporting procedures for international students are the same as those for students hired under FWS. 

Employment of Minors

In the rare instance when a potential student employee is under the age of 18, please contact Human Resources for direction.  Human Resources will need to determine if the student can be hired and what hours she can legally work.
Employment of Relatives

A student worker may not work in the same department as a member of her immediate family.  Members of the immediate family include:  Mother, Father, Sister, Brother, Uncles, Aunts or Cousins.  In addition, at no time should an employee of the College directly supervise or have administrative control over his/her daughter, sister or niece.
